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11  PPrreeffaaccee  

1.1 Document Overview 

¢ƘŜ ǇǳǊǇƻǎŜ ƻŦ ǘƘƛǎ Ƴŀƴǳŀƭ ƛǎ ǘƻ ǇǊƻǾƛŘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ŦƻǊ I¦5Ωǎ ōǳǎƛƴŜǎǎ ǇŀǊǘƴŜǊǎ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ 
user administration in the Enterprise Income Verification (EIV) application for multifamily 
housing programs. It details business operational procedures for successfully performing user 
administration tasks through the EIV user interface.  

1.2 How This Manual is Organized 

Listed below are each of the chapters contained in this manual, along with a brief description of 
its content: 

Á Chapter 1, Preface ς An overview of the document and who should use this manual.   

Á Chapter 2, Assigning EIV Access Rights to Users ς Provides step-by-step instructions on how 
to make EIV User Role (HSU or CAU) assignmenǘǎ ǘƻ Ψ!ŎǘƛǾŜΩ ǳǎŜǊǎ ƛƴ ²!{{ ŀƴŘ Ƙƻǿ ǘƻ ƳŀƪŜ 
I{¦ ƻǊ /!¦ ǊƻƭŜ ŀǎǎƛƎƴƳŜƴǘǎ ǘƻ ǘƘŜ ŀŎǘƛǾŜ ǳǎŜǊΩǎ ŎƻƴǘǊŀŎǘόǎύ ŀƴŘκƻǊ ǇǊƻǇŜǊǘȅόƛŜǎύ ƛƴ ²!{{Φ 

Á Chapter 3, Multifamily Housing Program User Administration - Provides instructions on User 
Administration functions, incƭǳŘƛƴƎ Ƙƻǿ ǘƻ ŀǇǇǊƻǾŜΣ ŘŜƴȅΣ ƻǊ Ǉǳǘ ŀƴ I{¦ ƻǊ /!¦ ǳǎŜǊΩǎ ǳǎŜǊ 
request on hold; how to certify, re-ŎŜǊǘƛŦȅΣ ŀƴŘ ŜȄǇƛǊŜ ŀƴ I{¦ ƻǊ /!¦ ǳǎŜǊΩǎ 9L± ŀŎŎŜǎǎ ŦƻǊ ŀ 
contract(s) or property(ies) in EIV; how to view user certification reports for users under the 
CoorŘƛƴŀǘƻǊΩǎ ǇƻǊǘŦƻƭƛƻΤ ŀƴŘ Ƙƻǿ ǘƻ ǾƛŜǿ /ƻƻǊŘƛƴŀǘƻǊ ŎŜǊǘƛŦƛŎŀǘƛƻƴ ǎǘŀǘǳǎ ŀƴŘ ŜŦŦŜŎǘƛǾŜ 
dates. 

Á Appendix A, Abbreviations and Acronyms ς Provides a list of commonly used abbreviations 
and acronyms. 

1.3 Who Should Use This Manual? 

This manual is intended for the following users: 

Á MF Housing Program users with EIV Housing Coordinator (HSC) role defined in WASS, and 

Á MF Housing Program users with EIV Housing Contract Administrator Coordinator (CAC) role 
defined in WASS 

Multifamily EIV Coordinators with the HSC or CAC role are responsible for: 

Á Determining who at the property, management agency, service bureau, or contract 
administrator (CA) should have User access rights to the EIV system, based on need for 
access;  

Á Receiving and approving their uǎŜǊǎΩ ¦ǎŜǊ !ŎŎŜǎǎ !ǳǘƘƻǊƛȊation Form (UAAF) requests;  

Á Making EIV role assignments (for Non-HUD User (HSU) or Contract Administrator User 
ό/!¦ύύ ǘƻ ǘƘŜƛǊ ¦ǎŜǊΩǎ ¦ǎŜǊ L5 ŀƴŘ ǇǊƻǇŜǊǘȅόƛŜǎύ ƻǊ ŎƻƴǘǊŀŎǘόǎύ ŀǎǎƛƎƴŜŘ ǘƻ ǘƘŜ ¦ǎŜǊ ƛƴ ²Ŝō 
Access Secure Systems (WASS);  
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Á Certifying, re-certifȅƛƴƎΣ ŀƴŘ ŜȄǇƛǊƛƴƎ ǘƘŜƛǊ ¦ǎŜǊǎΩ ŀŎŎŜǎǎ ǘƻ 9L± ŦƻǊ ŎƻƴǘǊŀŎǘόǎύ ŀƴŘκƻǊ 
property(ies) assigned to them in WASS; and 

Á Protecting EIV data from unauthorized users.   

The table below lists Coordinator functions for which the owner of the property or authorized 
Contract Administration (CA) official at the agency has authorized the Coordinator to perform 
on behalf of the owner or CA.    
 

User Type User ID Types EIV Role Functionality 

MF EIV Coordinator M-ID HSC/CAC View benefit and wage-related 
information, as well as verification 
reports for the contracts and projects 
assigned in WASS. 

!ǇǇǊƻǾŜ ǘƘŜƛǊ ǳǎŜǊǎΩ ƻƴƭƛƴŜ ¦!!C 
requests for certification, re-
certification, and expiration of EIV 
access through the User Requests 
function in EIV.  

Perform EIV User role (HSU or CAU) 
ǊƻƭŜ ŀǎǎƛƎƴƳŜƴǘǎ ǘƻ Ψ!ŎǘƛǾŜΩ ǳǎŜǊǎ ŀƴŘ 
un-ŀǎǎƛƎƴƳŜƴǘǎ ŦǊƻƳ Ψ¢ŜǊƳƛƴŀǘŜŘΩ 
users in WASS. 

Perform HSU or CAU role assignments 
to and un-assignments from 
contracts/properties available to their 
users or former users in WASS. 

Perform the User Certification function 
for users under their jurisdiction. 

View Coordinator Certification Report 
for user status and recertification 
period for Coordinators.   

View User Certification Report for users 
under their jurisdiction. 

MF EIV Coordinator M-ID CAC O/A Certification Report- to provide the 
ability to view the EIV certification 
status of a contract / project for users 
with HSC / HSU user role. 

This manual assumes that administrators have the following knowledge or expertise: 

Á Working knowledge of Microsoft Windows. 

Á Operational understanding of PCs. 
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Á Operational understanding of Internet browsers. 

Á Understanding of basic network concepts. 

Á Understanding of HUD program terminology, policies, and procedures. 

1.4  Related Documentation 

This section provides a list of related documentation, including:  

Á EIV System User Manual for Multifamily Housing Program Users ς This manual provides 
step-by-step instructions on how to gain EIV Coordinator and User access to the EIV system, 
read benefit and wage-related reports, and use menu options.  This manual is located at: 
http://www.hud.gov/offices/hsg/mfh/rhiip/eiv/usermanual.pdf 

Á ²!{{ ¦ǎŜǊΩǎ aŀƴǳŀƭ ς For Coordinators, this manual provides step-by-step instructions on 
how to perform maintenance of user profiles including roles and property/contract and PHA 
assignment which is necessary before the user can access EIV functions. This manual is 
located at: http://www.hud.gov/offices/reac/products/wass/wass_user_manual.cfm 

1.5  Abbreviations and Acronyms  

A glossary of abbreviations and acronyms is included as Appendix A of this document. 

 
 

http://www.hud.gov/offices/hsg/mfh/rhiip/eiv/usermanual.pdf
http://www.hud.gov/offices/reac/products/wass/wass_user_manual.cfm
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22  AAssssiiggnniinngg  EEIIVV  AACCCCEESSSS  RRiigghhttss    

ttoo  UUsseerrss  
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22  AAssssiiggnniinngg  EEIIVV  AAcccceessss  

2.1 Accessing Secure Systems/WASS 

Step 1:  Go to Secure Systems Single Sign On  

The link for External users is: 

https://hudapps.hud.gov/HUD_Systems  

Step 2:  Enter your M-ID (External User) and Password.   

 

Step 3:  CliŎƪ ƻƴ άLoginέΦ 

 
 
 
 
 
 
 

Enter User ID 
and Password 
and then click 
on ñLoginò 
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This will bring you to the User Login screen that contains the Legal Warning, Warning Notice, 
and Message of the Day. 
 
Step 4.  !ŦǘŜǊ ǊŜŀŘƛƴƎ ǘƘŜ ǿŀǊƴƛƴƎǎ ŀƴŘ aŜǎǎŀƎŜ ƻŦ ǘƘŜ 5ŀȅΣ ŎƭƛŎƪ ƻƴ άAcceptέ 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

This will bring you to the Main Menu screen.  Here, you will see only those WASS-based HUD 
systems to which you have been granted access. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Once you have read 
the warnings and 
Message of the Day, 
click on ñAcceptò 
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.ŜŦƻǊŜ ǎǘŀǊǘƛƴƎ ǘƘŜ ǇǊƻŎŜǎǎ ƻŦ ŀǎǎƛƎƴƛƴƎ ǘƘŜ 9L± ǳǎŜǊ ǊƻƭŜ ǘƻ ŀ ǳǎŜǊΩǎ ²!{{ L5 ŀƴŘ ǘƘŜƴ ǘƘŜ 9L± 
user role to a contract(s) and/or property(ies) in WASS, the EIV Coordinator should make sure 
that the applicant has read and understands the EIV Rules of Behavior, which is part of the 
UAAF, and has also completed the online Federal ISS training program. 

Assigning EIV access authorization rights to EIV applicants is a three-part process.   

¶ First, the EIV Coordinator must assign the EIV user role (HSU or CAU) to the EIV 
applicant's WASS ID.   

¶ {ŜŎƻƴŘΣ ǘƘŜ 9L± /ƻƻǊŘƛƴŀǘƻǊ Ƴǳǎǘ ŀǎǎƛƎƴ ǘƘŜ I{¦ ƻǊ /!¦ ǊƻƭŜ ǘƻ ǘƘŜ ǳǎŜǊΩǎ Ŏontract(s) 
and/or property(ies) in WASS.    

¶ TƘƛǊŘΣ ǘƘŜ 9L± ¦ǎŜǊΩǎ ŎƻƴǘǊŀŎǘόǎύ ŀƴŘκƻǊ ǇǊƻǇŜǊǘȅόƛŜǎύ Ƴǳǎǘ ōŜ ŎŜǊǘƛŦƛŜŘ ƛƴ 9L±Φ  

2.2 Perform EIV User Role (HSU or CAU) Assignments to Active Users in 
WASS 

  

22..22..11  AAssssiiggnniinngg  tthhee  EEIIVV  UUsseerr  RRoollee  άάHHSSUUέέ  oorr  άάCCAAUUέέ  ttoo  tthhee  EEIIVV  UUsseerrΩΩss  IIDD  iinn  WWAASSSS  

  
Step 1:  hƴ ǘƘŜ ƴŀǾƛƎŀǘƛƻƴ ǇŀƴŜƭ ǘƻ ǘƘŜ ƭŜŦǘΣ ǳƴŘŜǊ {ȅǎǘŜƳ !ŘƳƛƴƛǎǘǊŀǘƛƻƴΣ ŎƭƛŎƪ ƻƴ άUser 
MaintenanceέΦ 
 

 
 
 
The result will bring you to the User Maintenance screen. 
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Step 2:  Enter the User ID of the EIV User applicant to search for the EIV User applicant and click 
ƻƴ άSearch for UserέΦ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The result will bring you to the Maintain User screen. 
 
Step 3:  Under Choose a Function, select the άaŀƛƴǘŀƛƴ ¦ǎŜǊ tǊƻŦƛƭŜ ς Rolesέ ŦǳƴŎǘƛƻƴΦ 

 
 
 
 
 
 
 
 
 
Step 4:  Click on ά{ubmitέ 

 

Enter User ID and then click 
on ñSearch for Userò 

Click on arrow to get list of 
functions. 
 
òSelect ñMaintain User 

Profile ï Rolesò 
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The result will bring you to the Assign/Unassign Roles for User screen. 
 
Step 5:  From the Assign/Unassign Roles for User screen, under EIV ς Enterprise Income 
VerificationΣ ǎŜƭŜŎǘ ǘƘŜ άHSU ς MF ς EIV - Non-I¦5 ¦ǎŜǊέ or ά/!¦ ς EIV ς MF ς Contract 
Administrator Userέ ǊƻƭŜǎ ŦƻǊ ǘƘŜ ǎŜƭŜŎǘŜŘ 9L± ¦ǎŜǊ ŀǇǇƭƛŎŀƴǘ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ 
άAssign/Unassign RolesέΦ 
 

 
 

Click on ñSubmitò 

Select the òHSUò or ñCAUò 
role and click on 
ñAssign/Unassignò at the 
bottom of the page. 
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The result will bring you to the Assign/Unassign Role Confirmation for User screen. 
 
Step 6:  /ƭƛŎƪ ƻƴ άConfirmέ 
 

 
 
 
The resulting screen will show successful assignment/unassignment of role(s) to User. Click OK. 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2.3 tŜǊŦƻǊƳ I{¦ ƻǊ /!¦ wƻƭŜ !ǎǎƛƎƴƳŜƴǘ ǘƻ ǘƘŜ ¦ǎŜǊΩǎ tǊƻǇŜǊǘȅ όƛŜǎύ /  
Contract(s) in WASS 

Click on ñConfirmò 
 

Click on OK to 
complete process. 
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2.3.1 Property Owners, Management Agents, and Service Bureaus 

 
¶ For an owner, management agent, or service bureau, the assignments must be made 

using the Property Assignment Maintenance function.   

 
Step 1:  hƴ ǘƘŜ ƴŀǾƛƎŀǘƛƻƴ ǇŀƴŜƭ ǘƻ ǘƘŜ ƭŜŦǘΣ ŎƭƛŎƪ ƻƴ άProperty Assignment Maintenanceέ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The result will bring you to the Property Assignment Maintenance screen. 
 

 
 
Step 2:  Enter the User ID, select from the Tax ID drop-down list, or enter a Property ID, FHA 
Number, Contract Number (or) select a Servicing Site for which the EIV User applicant needs to 
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get the assignments from the drop-down list. Enter a Role Code (e.g., HSU) and click on 
άSubmitέ ōǳǘǘƻƴΦ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3:  Under Role Description - (System ID ς Role Code), select Non-HUD User (EIV ς HSU) 
that is assigned to the EIV User applicant and the Property(ies) from the list provided and click 
ά{ǳōƳƛǘέΦ  9L± /ƻƻǊŘƛƴŀǘƻǊǎ Ƴǳǎǘ ŀǎǎƛƎƴ ǘƻ ǘƘŜ ŀǇǇƭƛŎŀƴǘ ƻƴƭȅ ǘƘƻǎŜ ǇǊƻǇŜǊǘƛŜǎ ƻǊ ŎƻƴǘǊŀŎǘǎ 
listed on the hardcopy UAAF, under Part 1.  Access Authorization, E. Portfolio.   
 
To assign all properties, highlight the first property and hold down the shift key while scrolling 
down to the bottom.  To assign one or more properties in a list, hold down the CTRL key while 
clicking on each property. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Enter User ID, select from the 
TAX ID, or enter a Property ID, 
FHA Number, Contract 
Number or select a Servicing 
Site. Enter a role code (e.g., 
HSU) and click on ñSubmitò 

HSU 

Select ñNon-HUD User 
(EIV-HSU) role and 
property and then click on 
ñSubmitòò 
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The result will bring you to the Assign Property Confirmation for User screen, which displays 
the confirmation of the assignment, as shown below, and the property (ies) information to 
which the User with the specified role has been assigned in WASS for EIV. 
 
Step 4:  /ƭƛŎƪ άConfirmέ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The resulting screen will show successful assignment of the property(ies) to user.  Click OK.  

 

 
 
 
 
 

2.3.2 Contract Administrators Only 

 
Contract Administrators make assignments using the Assistance Contract Assignment 
Maintenance function. 

 
Step 1:  hƴ ǘƘŜ ƴŀǾƛƎŀǘƛƻƴ ǇŀƴŜƭ ǘƻ ǘƘŜ ƭŜŦǘΣ ŎƭƛŎƪ ƻƴ άAssistance Contract Assignment 
Maintenanceέ 
 
 
 

 
 
 
 
 
 
 

 

 

Click on ñConfirmò 
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This will bring you to the Assistance Contract Assignment Maintenance screen. 
 
Step 2:  Enter the User ID of the EIV user applicant and enter Property ID (or) Contract # or 
select the CAID (Contract Assistance Identifier) for which the EIV User applicant needs to get 
ŀǎǎƛƎƴƳŜƴǘǎ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άSubmitέ ōǳǘǘƻƴΦ  
 
 
 
 
 
 
 
 
 
 
 
 
The result will bring you to the Assign Contract screen. 
 
Step 3:  Select the ά/!¦έ role, the Contracts ŦǊƻƳ ǘƘŜ ƭƛǎǘ ǇǊƻǾƛŘŜŘ ŀƴŘ ŎƭƛŎƪ άSubmitΩΦ  9L± 
Coordinators must assign the EIV User role (CAU) only to those contracts listed on the UAAF, 
under Part 1. Access Authorization, E. Portfolio.  To assign the entire list, highlight the first 
contract and hold down the shift key while scrolling down to the bottom.  To assign some of the 
contracts in a list, hold down the Ctrl key while clicking on each contract. 
 

 
 
The result will bring you to the Assign Assistance Contract Confirmation for User screen which 
displays the confirmation of the assignment, as shown in the next screen, and the Contracts 

 

Select the CAU Role and 
Contracts and then click on 
ñSubmitò 
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information to which the EIV User applicant with the specified role has been assigned in WASS 
for EIV. 
 
Step 4:  /ƭƛŎƪ ƻƴ άConfirmέ 
 
 
 
 
 
 
 
 
 
 
 
 
¢ƘŜ ǊŜǎǳƭǘƛƴƎ ǎŎǊŜŜƴ ǿƛƭƭ ǎƘƻǿ ǎǳŎŎŜǎǎŦǳƭ ŀǎǎƛƎƴƳŜƴǘ ƻŦ ŀǎǎƛǎǘŀƴŎŜ ŎƻƴǘǊŀŎǘǎ ǘƻ ǳǎŜǊΦ /ƭƛŎƪ άOKΦέ 

  

  

  
 
 
 
 

 
 

 

 

 

 

 

 

 

 

 

 

Click on ñConfirmò 
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3 MF Housing Program  
- User Administration 
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33  UUsseerr  AAddmmiinniissttrraatt iioonn  

This section covers the administration function available to MF Housing Program User 
Administrators in the EIV application. 

3.1 Logging to EIV System from Secure System 

The Main Menu in Secure Systems will display the list of all the systems the user is authorized to 
access in WASS.  WASS authenticates the user account and displays the Enterprise Income 
Verification (EIV) link to access the EIV application. The EIV option may be selected from either the 
Main Menu or the left panel on the same page. Click on the Enterprise Income Verification (EIV) 
link. 

 

Á All questions related to the MF Housing Program portion of the EIV application should be 
deferred to the MF Helpdesk at 1-800-767-7588 or by email at mf_eiv@hud.gov. 

If the user has access to both Office of Housing (Housing) and Office of Public and Indian Housing 
(PIH) programs in EIV, the user will see a Select Program Office page as shown below. Select Office 
of Housing (Multi-Family) ς Access to Income Data by Subsidy Contract or Project Number 
option from the selection and click on Continue. 

Click on the link to ñEnterprise 
Income Verification (EIV)ò 

mailto:mf_eiv@hud.gov
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If the user has multiple External EIV roles, a role selection page is displayed when the user clicks 
the EIV link or when the user selects the Office of Housing option in Program office Selection page. 

Select a Coordinator Role (HSC role or CAC role) option from the selection and click on Continue. 

 

 

 

Legal Warning Page for MF Housing Program Users 

For External EIV MF Housing Program users, the Acknowledgement Page appears, as shown on the 
following.  

Before EIV will allow users to enter the system, they must check the box to acknowledge that they 
will be viewing and safeguarding Privacy Act materials and the box to affirm that they have a valid 
form HUD-9887 on file for the family or will verify that users have valid form HUD-9887s on file, 
depending on whether the Coordinator is an O/A, service bureau, or CA.  

Once these boxes are checked, users can navigate the system. There are separate legal warning 
pages for Property Owners, Management Agents, and Service Bureaus and contract 
administrators as shown on the next page. 


























































